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Setting Up NetMeeting

These instructions only have to be performed ONE time per machine. Some of you
have already done a NetMeeting, and if so, yours is already setup and you can skip
this section.

1. Click on Start - All Programs - Accessories - Communications -
NetMeeting.
2. Click Next.
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Methd eeting enables vou to communicate with others
ower the Intermet or your local Intranet. Using
MNethd eeting, you can;

- Talk to athers

- Use video to zee others and let others see you
- Share applications and documents with others
- Collabarate with athers in shared applications
- Send files to others

- Draws with others in a shared Whiteboard

- Send messages to others in Chat
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3. Type in your information in the required lines. Click Next.

NetMeeting &l

Enter information about yourself for use with Methesting,

Mote: You must supply vour first name, lagt name, and
mraikgddress.

First mame: | Kellze

Last name: | I elton

E-mail address:

Location: |State Office

|
|
| kellee melton@sc. uzda, gov |
|
|
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4. Click on the arrow in the drop down box and select the
ils.itc.nrcs.usda.gov choice. Click Next.
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A directory server lists people you can call using
Mettdeeting. If you log onto a directony server,
people will zee your name and will be able ta call
oL,

Log on b a direch

ST il itc. nros. usda. gov
[ Do nat list my

in the directony.
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5. Click Next on the rest of the screens that follow and then click Finish
when you get to the last screen. There will be a pause while your
NetMeeting is being configured and then the NetMeeting window will
open. Please be patient while the program configures.

Audio Tuning Wizard

'ou have tuned your settings.

I the other perzon in pour meeting has trauble hearing
you, you should run this wizard again.

Ta run this wizard again, chooze Audio Tuning Wizard
from the Tools menw.
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Using NetMeeting

1.

2.

Double click on the NetMeeting icon on your desktop to open the
program.

In the drop down window, type in the IP address of the person you are
calling and then click on the call button.

NOTE: To find your IP Address, click on HELP - ABOUT WINDOWS
NETMEETING and the IP Address will be listed at the bottom of the
window.

#° NetMeeting - Not ina ... |Z||§|r'5__(|
Call wiew Tools Help
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The person that you are calling needs to ACCEPT the call. Once the
call goes through, the names of both parties will appear in the white
NAME box at the bottom of the screen.

Click on the SHARE PROGRAM button at the bottom left of the
screen.

NOTE: Only one person needs to do this, that'’s the person that is
Sharing their desktop for the other person to see. If you are just
‘watching” you do not need to share your desktop.
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5. In the new window that opens, click on DESKTOP and then click
SHARE.

= Sharing - Nothing

Share Programs

Select an item to thare with ather people in the meeting, and
then cligk Sh

et Desktop

ficrozoft 'Word
[ Setting Up and Using Nettest
24 Inbiow - Microsoft Outlook

Urizhare

Urishare Al

[ Share in true color

Contral

Click ta allow ather people to control your shared programs or
desktop.

Allawy Control

Automatically accept requests for control

Do not disturb with requests for control right now

Close

6. Click ALLOW CONTROL so that the other party can take control of
your screen (if they want or need to). Then click CLOSE.

NOTE: To take control of someone’s screen, the person first has tfo
click ALLOW CONTROL as stated above. You then double click on the
screen anywhere at anytime to request control. When the other party
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wants control back, they double click in their screen to request
control.

= Sharing - Desktop |Z||:,[z|

Share Frograms

Select an item to share with other people in the meeting, and
then click Share.
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Contral

Click to allow other people to control your shared programs or
et

Allow Control

weent requests for control

Do ot digturb with requests for control right now
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7. Once you have completed your NetMeeting, one party can hang up the
call by clicking on the End Call button.
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